Management  Principles  and  Organizational  Behaviour 
A.  1.  HAINEY,  K.  W.  PRESTON 

This  course  will  be  divided  into  three  general  areas.  The 
first  will  deal  with  the  theory  and  principles  of  the  man- 
aging process.  The  various  management  functions  will 
be  reviewed  and  discussed  in  a critical  manner. 

The  second  area  will  involve  an  examination  of  how  re- 
cent studies  in  the  field  of  behavioural  science  and  deci- 
sion-making can  apply  to  management  situations.  Mac- 
gregor’s  “x”  and  “y”  theory  and  Blake's  Managerial 
Grid  will  be  presented  and  discussed. 

Finally,  a series  of  case  studies  will  provide  an  oppor- 
tunity for  a review  of  management  principles  and  organ- 
izational behaviour  as  they  apply  to  entrepreneurial  situ- 
ations. 
text:  none 

Wednesdays,  commencing  September  25,  6:00-8:00 
p.m.,  252  Mechanical  Building,  St.  George  Campus. 
$75.00  — 25  sessions 

Business  Policy 
J.  U.  JOSEPH 

This  course  covers  the  fields  of  policy-making  and  ad- 
ministration. The  approach  is  from  the  level  of  top  man- 
agement in  order  that  management  problems  may  be 
studied  from  an  overall,  rather  than  from  a departmen- 
tal, point  of  view.  However,  the  course  itself  is  intended 
for  middle  management  and  above. 

The  course  emphasizes  (1)  diagnosing  a company’s  situ- 
ation with  regard  to  both  internal  and  external  condi- 
tions; (2)  determining  objectives;  (3)  planning  adminis- 
trative, financial,  production,  and  marketing  strategies 
and  tactics  for  achieving  objectives;  and  (4)  operating 
the  organization  according  to  a plan. 

A major  objective  of  the  course  is  to  develop  a compre- 
hensive approach  to  business  problems. 

TEXT:  E.  P.  Learned,  et  ai,  Business  Policy:  Text  and 
Cases.  R.  D.  Irwin  Inc.  (1965). 

Mondays,  commencing  September  23,  7:00-9:00  p.m., 
216  Galbraith  Building,  St.  George  Campus. 

$75.00  — 25  sessions 


General  Information 

registration:  Registration  for  particular  courses  of  this 
program  should  be  submitted  through  the  personnel  de- 
partment of  the  bank  in  which  the  student  is  employed. 
Enrolment  requests  should  reach  the  Division  of  Uni- 
versity Extension  by  September  19,  1968,  at  latest.  Early 
application  is  advised. 

Students  may  enrol  in  no  more  than  two  courses  in  the 
same  session.  Each  part  of  the  program  must  be  com- 
pleted successfully  before  proceeding  to  a subsequent 
part. 

pre-course  program:  There  will  be  a pre-course  pro- 
gram for  “new”  students  on  Saturday,  September  21, 
1968,  from  9:00  a.m.  to  12:30  p.m.,  the  purpose  of 
which  will  be  to  introduce  students  to  the  program,  to 
each  other,  to  some  senior  banking  and  university  offi- 
cials and  to  the  course  instructors.  A buffet  luncheon 
will  be  provided. 

post-course  program:  There  will  be  a one-day,  post- 
course program  in  April  1969  for  all  students  who  suc- 
cessfully complete  at  least  one  course  in  the  1968-69  ses- 
sion. The  general  purpose  of  the  conference  — and  semi- 
nar-type sessions  which  will  be  held,  will  be  to  enlarge 
the  participants’  experience  and  understanding  in  both 
business  and  interpersonal  spheres.  Further  details  will 
be  available  at  a later  date. 

refunds;  Refunds  will  be  considered  only  if  they  are 
requested  in  writing  before  the  second  lecture  of  the 
course  is  given.  Because  of  the  cost  of  making  adjust- 
ments. a charge  is  made  for  each  refund.  Requests  for 
refunds  must  be  accompanied  by  admit-to-lecture  cards 
and  the  official  receipt. 

textbooks:  Prescribed  texts  may  be  ordered  from  the 
University  of  Toronto  Textbook  Store  by  telephoning 
928-2247.  The  Textbook  store  will  mail  texts  and  in- 
voices to  students.  For  those  students  who  wish  to  pur- 
chase texts  personally,  the  Textbook  Store  is  located  at 
12  Bancroft  Avenue  (north  of  College  Street  and  east 
of  Spadina  Avenue). 

spring  program:  Some  of  the  courses  in  this  program 
may  be  available  again  during  the  1969  Spring  Program 
which  will  be  conducted  from  April  to  July,  1969.  The 
Spring  Program  brochure  will  be  available  in  February. 

OTHER  courses:  The  courses  described  in  this  brochure 
form  a part  of  a much  larger  program  of  courses 
offered  by  the  Business  and  Professional  Section,  Di- 
vision of  Extension,  University  of  Toronto.  Copies  of 
the  main  Business  and  Professional  Courses  calendar  are 
available  upon  request  by  telephoning  928-2400. 
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The  Fellows’  Program  in  Banking  is  a co-ordinated  pro- 
gram of  ten  courses  designed  specifically  for  staff  mem- 
bers of  Canadian  chartered  banks.  Its  purpose  is  to  pro- 
vide formal  education  for  men  and  women  who  wish  to 
prepare  themselves  for  responsible  positions  in  banking. 
This  program  is  for  students  who  are  capable  of  taking 
courses  at  the  university  undergraduate  level. 

A certificate  of  achievement  will  be  awarded  by  the  in- 
stitute OF  CANADIAN  BANKERS  upon  succcssful  Comple- 
tion of  the  required  courses  as  outlined  below  under  the 
heading  “The  Certificate.” 

ADMISSION  TO  THE  PROGRAM 

Applicants: 

(a)  must  be  able  to  meet  the  general  admission  re- 
quirements of  the  University  of  Toronto  (i.e. 
with  complete  grade  13) 

or  (b)  must  be  of  mature  age  (25)  and  have  obtained 
a minimum  of  60%  in  at  least  one  grade  13 
subject 

or  (c)  must  have  demonstrated  sufficient  ability  and 
potential  at  their  present  work  to  secure  the 
recommendation  of  the  Institute  of  Canadian 
Bankers 

Candidates  for  admission  to  the  program  should  apply 
through  the  personnel  department  of  the  bank  in  which 
they  are  employed. 

THE  CERTIFICATE 

An  award  will  be  granted  by  the  Institute  of  Canadian 
Bankers  upon  successful  completion  of  each  part  of  the 
program  as  follows; 

Part  / Letter  of  Accomplishment 
Part  II  Certificate  of  the  Institute:  Status  of  Associate 
Member 

Part  III  Title  of  “Fellow  of  the  Institute” 

Candidates  for  the  awards: 

(a)  must  be  staff  members  of  a Canadian  char- 
tered bank 

and  (b)  must  maintain  a “C”  (i.e.  60%)  average  or 
better  in  each  of  the  three  parts  of  the  pro- 
gram and  a pass  in  all  courses 
and  (c)  must  make  application  to  the  institute  of  Ca- 
nadian BANKERS 


offered  in  co-operation  with  the 
Instihite  of  Canadian  Hankers 


Fellows'  Piogiam  In  Banking 


FELLOWS’  PROGRAM  IN  BANKING 


Conise  Descriptions 

The  courses  described  in  this  brochure  are  all  open  on 
an  individual  basis  to  the  general  public. 

COURSES 
Part  / 

Year  1 Courses 

The  Banker  and  Society 
Background  for  Business  Administration 
Part  II 

Year  2 Courses 
Financial  Analysis  and  Control 
Communications 
Year  3 Courses 

Economics  — An  Introduction 
Legal  Aspects  of  Business 
Part  III 

Year  4 Courses 

Business  and  Personal  Finance 
Management  Principles  and  Organizational  Behaviour 
Year  5 Courses 
Business  Policy 
One  optional  course 

A detailed  description  of  each  course  follows. 

The  Banker  and  Society 
S.  SARPKAYA,  G.  WHEELER 

This  course  provides  an  introduction  to  the  roles  which 
finance  and  financial  markets  play  in  society  and  shows 
where  banks  fit  into  the  financial  system.  It  covers  the 
basic  functions  of  the  financial  intermediaries  with  spe- 
cial emphasis  on  competition  for  the  flow  of  savings  and 
for  opportunities.  The  financial  requirements  of  busi- 
nesses, households  and  consumers  are  presented  through 
lectures,  discussions  and  case  studies  while  pointing  out 
the  facilities  and  services  the  banks  offer  to  meet  them. 
Banking  will  be  shown  as  a tool  in  many  areas  of  finan- 
cial relations  in  society,  while  stressing  the  role  of  banks 
in  the  community.  Active  participation  by  students  is  en- 
couraged through  discussions  and  illustration  of  pertinent 
financial  publications. 

Registration  will  be  limited  to  40  students  per  class. 
text:  S.  Sarpkaya,  The  Banker  and  Society.  Institute  of 
Canadian  Bankers  (1968). 

Mondays,  commencing  September  23.  6:30-8:30  p.m., 
305  Galbraith  Building,  St.  George  Campus. 

Wednesdays,  commencing  September  25,  7:00-9:00 
p.m.,  Scarborough  Campus. 

Thursdays,  commencing  September  26,  7:00-9:00  p.m., 
308  Galbraith  Building,  St.  George  Campus. 

$75.00  — 25  sessions 


Background  for  Business  Administration 
J.  F.  LOWERY,  R.  PURCELL 

This  course  is  designed  to  give  students  a knowledge  of 
the  many  factors  involved  in  the  management  of  a busi- 
ness. All  aspects  that  underlie  the  successful  operation 
of  a business  organization  will  be  discussed  with  particu- 
lar emphasis  on  the  expanding  area  of  computerization 
and  the  contributions  of  the  behavioural  sciences.  The 
administrative  process  of  planning,  organizing,  directing, 
controlling,  staffing,  leading  and  measuring  will  be 
examined.  Some  time  will  be  spent  explaining  the  busi- 
ness operations  of  the  various  departments  in  a company 
such  as  the  legal,  finance,  personnel,  marketing,  produc- 
tion, advertising,  and  data  processing  departments,  among 
others.  Although  this  course  will  consist  mainly  of  lec- 
tures and  discussions,  a limited  number  of  case  studies 
will  be  used. 

text:  (for  the  Monday  and  Wednesday  classes)  A.  M. 
Weimer,  Business  Administration:  An  Introductory  Man- 
agement Approach.  R.  D.  Irwin  (1962). 

(for  the  Tuesday  class)  G.  R.  Terry,  Principles  of  Man- 
agement. 4th  ed.,  R.  D.  Irwin. 

Mondays,  commencing  September  23,  6:30-8:30  p.m.. 
Room  B,  Law  Building,  St.  George  Campus. 

Tuesdays,  commencing  September  24,  6:00-8:00  p.m., 
244  Galbraith  Building,  St.  George  Campus. 

Wednesdays,  commencing  September  25,  8:15-10:15 
p.m.,  Erindale  Campus. 

$75.00  — 25  sessions 

Financial  Analysis  and  Control 

J.  M.  SWINDEN 

The  purpose  of  this  course  is  to  give  those  business  peo- 
ple who  have  some  knowledge  of  accounting  a greater 
understanding  of  the  problems  involved  in  the  prepa- 
ration, analysis  and  interpretation  of  financial  statements 
and  the  techniques  of  financial  control. 

The  area  of  financial  statements  will  be  examined  with 
consideration  of  such  topics  as: 

Underlying  assumptions,  composition  and  limitations 

of  financial  statements 

Interpretation  of  financial  statements 

The  concept  of  fund  flows 

Determinates  of  fund  needs 

Form,  content  and  legal  requirements  of  the  balance 
sheet,  and  statements  of  profit  and  loss,  earned  sur- 
plus and  sources  and  application  of  funds 
Control  aspects  to  be  considered  are: 

Costs — direct,  indirect,  managed,  committed 

Budgeting — fixed,  variable 

Analysis  of  variances 

Appraisal  of  capital  expenditures 


A 10  Course  Certificate  Program 


Reference  is  made  throughout  the  course  to  a few  pub- 
lished reports  of  large  Canadian  public  companies. 
text:  none 

Mondays,  commencing  September  23,  6:00-8:00  p.m., 
319  Galbraith  Building,  St.  George  Campus. 

$75.00  — 25  sessions 

Communications 
A.  F.  COLLACO 

The  aim  of  this  course  is  to  increase  the  students’ 
knowledge,  understanding  and  skill  in  communicating 
effectively. 

The  concepts  and  processes  of  face-to-face  communica- 
tions, as  well  as  communications  in  small  and  large 
groups  will  be  examined  in  depth.  The  course  will  deal 
with  the  mechanics  and  problems  of  oral  and  written 
communications  as  well  as  the  relationship  between 
communications  and  behaviour.  Some  of  the  barriers  to 
effective  communications  will  be  examined  and  some 
techniques  will  be  developed  to  help  in  overcoming 
these  barriers  and  in  improving  communication  skills. 
Emphasis  will  be  placed  on  practising  these  skills. 

The  course  consists  of  four  main  topics  or  emphases: 
writing,  reading,  speaking,  and  listening. 
text:  none 

Wednesdays,  commencing  September  25,  7:00-9:00 
p.m.,  216  Galbraith  Building,  St.  George  Campus. 

$75.00  — 25  sessions 

Economics  — An  Introduction 

J.  I.  MCDONALD,  W.  H.  MERRITT,  D.  S.  SOLOMON 

The  elements  of  economic  theory  will  be  developed  and 
illustrated  with  reference  to  contemporary  economic 
problems. 

Lectures  will  include  discussion  of  the  following  topics: 
Price  theory  and  application 
Money  and  banking 
National  income 

Business  cycles  and  economic  growth 
International  trade 

Registration  in  each  class  will  be  limited  to  40  students. 
text:  P.  a.  Samuelson  and  A.  Scott,  Economics  — An 
Introductory  Analysis.  Can.  ed.,  McGraw-Hill  (1966). 
Tuesdays,  commencing  September  24,  7:00-9:00  p.m., 
Scarborough  Campus. 

Wednesdays,  commencing  September  25,  8:00-10.00  p.m., 
102  Mechanical  Building,  St.  George  Campus. 

Thursdays,  commencing  September  26,  6:00-8:00  p.m., 
405  Carr  Hall,  St.  George  Campus. 

$75.00  — 25  sessions 


Legal  Aspects  of  Business 
J.  F.  heal 

This  course  is  intended  to  furnish  students  with  a gen- 
eral understanding  of  law  and  to  help  them  avoid  legal 
pitfalls  which  commonly  arise  in  business.  It  is  designed 
primarily  for  persons  in  financial  institutions  but  should 
be  of  use  to  all  business  people.  The  course  consists  of 
a general  introduction  to  commercial  law,  its  history  and 
administration.  Special  attention  will  be  given  to  con- 
tracts, bills  of  exchange,  security  documents  (other  than 
land  security  documents)  and  to  the  protection  of  prop- 
erty rights  through  the  laws  of  patents,  trademarks,  torts 
and  insurance.  Certain  statutes  of  special  interest  and 
the  law  relating  to  corporations  and  bankruptcies  and 
civil  remedies  will  be  reviewed.  Students  will  be  required 
to  analyze  and  formulate  practical  solutions  for  com- 
mercial legal  problems. 

Participation  in  a short  period  of  court  attendance  will 
form  an  integral  part  of  the  course. 

Special  emphasis  will  be  placed  on  student  participation 
in  lecture  discussions  and  seminars. 
text:  j.  E.  Smythe  and  D.  A.  Soberman,  The  Law  and 
Business  Administration  in  Canada.  Prentice-Hall  (1964). 
Mondays,  commencing  September  23,  7:00-9:00  p.m.. 
Room  D,  Law  Building,  St.  George  Campus. 

$85.00  — 25  sessions 

Business  and  Personal  Finance 
J.  H.  THORNE,  M.  H.  COCHRANE 

This  is  a course  that  will  be  of  special  interest  to  those 
working  in  financial  institutions. 

Areas  of  examination  relating  to  business  finance  will 
be: 

Sources  of  funds,  both  long-  and  short-term,  in  rela- 
tion to  need  for  funds  in  relation  to  risk  implications 
as  seen  from  both  lender  and  borrower  viewpoints 
Forecasting  of  finance  requirements 
Case  studies  will  be  used  extensively. 

Personal  finance  studies  will  consider  the  household  as  a 
socio-economic  organization  treating  such  areas  as: 
Analysis  of  current  operations 
Budgeting 

Investments  in  property,  education,  stocks 
Equipping  a household 

Protection  through  life  insurance,  pensions,  wills,  es- 
tate planning 

text:  P.  Hunt,  C.  M.  Williams,  and  G.  Donaldson, 
Basic  Business  Finance:  Text  and  Cases.  Rev.  ed.,  R.  D. 
Irwin  ( 1961). 

2nd  text:  T.B.A. 

Mondays,  commencing  September  23,  7:30-9:30  p.m., 
Scarborough  Campus. 

Tuesdays,  commencing  September  24,  7:00-9:00  p.m., 
316  Galbraith  Building,  St.  George  Campus. 

$75.00  — 25  sessions 


APPLICATION  FOR  COURSE  REGISTRATION 


